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ABSTRACT 

The main objective of the 1994-95 PASSAGE Newsletter 
project was to provide timely workplace and job skills information to 
Pennsylvania 1 s adult learners , unemployed/ underemployed individuals , 
adult educators, career counselors/trainers, and resource/ training 
centers. The newsletter highlighted a variety of topics: classroom 
skills used in the workplace, employer expectations, job search 
strategies, growing career fields, labor market trends, and success 
stories. It maintained a hands-on approach that could be used by 
individuals or in whole group settings; expanded its network of 
educators, business professionals, and adult learners by initiating a 
reader survey; and encouraged telephone correspondence. Ten issues 
were prepared. PASSAGE had a circulation of 2,800. (The 10 issues of 
PASSAGE are attached.) (YLB) 
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Abstract Page 

Title; PASSAGE - "Your Workplace and Job-Skills Information Newsletter" 

Project Number: 99-5011 Funding: $34.816.00 

Project Director: Bernadette Mangie Phone Number: (412) 869-7890 

Contact Person: Bernadette Mangie Phone Number: (412) 869-7890 

Agency Address: BCALMC. 400 Ninth Street. Suite A. Conwav. PA 15Q27 

Purpose: The 1994-1995 PASSAGE Newsletter was established to address State Section 353 Priority B-6 which focuses on 
the production and dissemination of a special-interest newsletter. The newsletter was published 10 times a year, was eight 
(8) pages in length, and was devoted to adult-basic education and literacy topics. To address this priority, the 1994-1995 
PASSAGE newsletter project’s main objective was to provide timely workplace and job-skills’ information to 
Pennsylvania’s adult learners, unemployed/underemployed individuals, adult educators, career counselors/trainers, and 
various resource/training centers. No other publication similar to PASSAGE was available on a regular schedule and was 
specifically geared toward the educational/career-related needs of adult learners in Pennsylvania. Also, a publication that 
complemented other services and special projects offered by the Pennsylvania Department of Education’s Bureau of Adult 
Basic and Literacy Education continued to be needed. 

Procedures: In order to meet the goals/objectives addressed in State Section 353 Priority B-6 and to create an innovative 
resource, the PASSAGE newsletter: highlighted a variety of topics (e.g., classroom skills used in the workplace, employer 
expectations, job-search strategies, growing career fields, labor-market trends, and success stories); established a format that 
was easy to read; maintained a hands-on approach that could be used by individuals or in whole-group settings; expanded its 
network of educators, business professionals, and adult learners by initiating a reader survey, encouraging telephone 
correspondence, and attending staff-development activities; utilized a professional staff of educators, job-search training 
professionals, and writers; accessed up-to-date information from area and regional resource centers; established a. 
production schedule; encouraged writer contributions; and utilized state-of-the-art computer equipment for layout/design. 

Summary of Findings: Many factors including increased reader feedback and reader circulation of PASSAGE, high 
unemployment, economic trends, employer demand for formal training beyond high school, a decrease in jobs with lower 
sKilis, and a large percentage of adults without a high school diploma continued to create the need for an innovative 
publication that provided educational/career-directional/job-search information to Pennsylvania’s adult educators and 
students. 

Comments: With the completion of the sixth year of publication, the PASSAGE newsletter was recognized as an 
established and unique resource for adult students and educational training professionals in Pennsylvania. It complemented 
the services and resources provided by the Pennsylvania Department of Education. In the 1994-1995 project year, the 
publication met the needs of its target audience by providing customized information specifically geared toward their special 
educational/career-related needs. All feedback from the readership indicated that the need for a publication that linked 
workplace and education issues continued to be an extremely valuable State Priority. 

Products: Ten (10) issues were prepared between July 1 , 1994, and June 30, 1995. PASSAGE had a circulation of 
twenty-eight hundred (2800). The first issue was distributed in September 1994, and the last issue was distributed in June 
1995. Each issue was eight (8) pages in length. In addition to this final project report, an interim report was completed in 
December 1994. 

Descriptors: (To be completed only by Bureau staff) 



Introduction 



Purposes/Objectives 

The 19944995 PASSAGE newsletter was established to address State Section 353 Priority 
B- 6 . State Section 353 Priority B- 6 , as addressed in the Federal Adult Education Act 
Section 353 Guidelines for Special Projects and Staff Development, focused on the 
production and dissemination of a special-interest newsletter to be published 10 times a year 
at a length of eight ( 8 ) pages or longer devoted to a single adult-education topic or with 
each issue devoted to a particular topic of adult-basic education or literacy. 

For the 1994-1995 project year, the PASSAGE newsletter’s main objective was to provide 
timely workplace and job-skills’ information to Pennsylvania’s adult learners, 
unemployed/underemployed individuals, adult educators, career counselors/trainers, and 
various resource/training centers. To meet its goals and objectives of creating a customized 
publication that featured educational/career - development/work-related information for 
Pennsylvania’s adult learners and educators, the PASSAGE newsletter: 

4 Featured a variety of topics for adults in transition (classroom skills used in the 
workplace, employer expectations, job-search strategies, growing career fields, 
labor-market trends, and success stories). 

♦ Offered unique career-development resources/classroom materials for 
instructors, counselors, job trainers, and libraries/resource centers. The 
newsletter’s design and purpose encouraged a hands-on approach that was 
utilized by individuals and in classroom settings. 

♦ Promoted life-long education. 

♦ Encouraged reader feedback and guest writer contributions. 

♦ Established a look and personality that was accessible/easy to read. 
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♦ Expanded its network of educators, business professionals, and readers and 
provided articles that focused on innovative programs, success stories, and 
developing an awareness of the importance of pursuing an education to improve 
employment opportunities. 

♦ Complemented the educational, workplace, and job-skills’ resource materials 
available through the Pennsylvania Department of Education. 

♦ Distributed twenty-eight hundred copies of the newsletter each month (from 
September 1994 to June 1995). 



Rationale and Background 

With factors such as high unemployment rates, increased educational and training 
requirements for many career fields, and a high percentage of Pennsylvania’s residents who 
have not graduated from high school, the need for a publication that was written for the 
adult learner and highlighted the importance of life -long education and how it applied to 
the workplace continued to be necessary. Also, the need for a newsletter which provided 
classroom materials that featured hands-on workplace and job-skills’ information for adult 
educators remained important. Research revealed that very few similar publications were 
available on a regular basis. Based on these facts and the previous 
educational/career-development/job-search training experience of the Beaver County 
Labor-Management Committee’s staff (formerly The Midland Center, Inc.), the 
Pennsylvania Department of Education had approved the publication of the PASSAGE 
newsletter. 
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Time Frame 



For the 1994-1995 project year, ten issues (each issue was eight pages in length) of 
PASSAGE were mailed to educational/employment-related programs for adults throughout 
the Commonwealth. During the project year, PASSAGE had a monthly circulation of 
2.SOO. 

Staff/Key Personnel 

The Beaver County Area Labor-Management Committee utilized four staff members, on a 
part-time basis, to organize and produce the 1994-1995 PASSAGE newsletter series. These 
individuals had training and experience in educational/career-development/job-search 
instruction and in the areas of writing, editing, computer opera dons, layout/design, desktop 
publishing, and outreach/communications. In addition, PASSAGE utilized volunteers for 
proofreading and bulk mailing each issue. The positions needed to successfully operate the 
project were: 

Project Director: All funds to support this position were allocated from private-match 
dollars. The Executive Director of the Beaver County Area Labor-Management Committee 
served as the project director and supervised staff, monitored fiscal operations, and 
presented project updates to the Executive Committee and Board of Directors of the Beaver 
County Area Labor-Management Committee. A total of 185 hours during the 12-month 
contract year were assigned to the project director. 

Project Coordinator: All funds to support this position u'ere allocated from federal dollars. 
This individual coordinated monthly staff meetings, prepared fiscal and operational reports 
for the project director, assigned project responsibilities, and proofread and edited the 10 
issues that were published during the contract year. A total of 96 hours were assigned to the 
project coordinator. 
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Writer/Editor/Desktop-Publisher: A combination of private and federal funds were 
allocated to support the responsibilities of this position. This staff member was responsible 
for writing/editing articles, adapting existing resources to suit PASSAGE’S audience, editing 
solicited materials from guest writers, formatting the newsletter, and coordinating the 
research, word-processing, and bulk-mailing activities. A total of 1357 hours during the 
contract year were assigned to this individual. 

Researcher/Word-Processor/Bulk-Mailer: Federal funds were allocated to support the 
time needed to conduct miscellaneous research activities, word-processing, and 
bulk-mailing responsibilities. A total of 553 hours during the contract year were assigned to 
this individual. 

Volunteers: The PASSAGE staff recruited five volunteers from the community. The 
volunteers, business and education professionals, assisted in proofreading, writing articles, 
and bulk mailing the newsletter. These services were strictly voluntary. 



Audience 

The PASSAGE newsletter was targeted to adult leamers/unemployed 
individuals/underemployed individuals and educational/training professionals 
(adult-education programs, job-search programs, and resource centers/libraries) across the 
Commonwealth of Pennsylvania. 
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Summary 



Having completed six years of providing educational/career-directional/job-search 
information, the PASSAGE newsletter remained a useful resource that complemented the 
many services and materials offered by the Pennsylvania Department of Education. It 
continued to provide much needed advice and guidelines to Pennsylvania adult learners 
who were in the process of continuing their education and exploring career/employment 
opportunities. Research and feedback indicated that this project should remain a priority 
for the Pennsylvania Department of Education’s Bureau of Adult Basic and Literacy 
Education. 

Additional Report Copies ~ Persons interested in obtaining additional copies of this report may 
contact: 

Cheryl L. Keenan, Director 

Bureau of Adult Basic and Literacy Education, Pennsylvania Department of Education 
333 Market Sto--et, 12th Floor, Harrisburg, Pennsylvania 17126-0333 

Clearinghouse Specialist 
AdvancE 

Pennsylvania Department of Education Resource Center 
333 Market Street, Harrisburg, Pennsylvania 17126-0333 

Western Pennsylvania Adult Literacy Resource Center 
5347 William Flynn Highway, Route 8 
Gibsonia, Pennsylvania 15044-9644 
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A. Statement of the Problem. 
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Since the early 1980s, Pennsylvanians have dealt with high unemployment rates. Many 
counties once flourished from the stability of abundant industries -which today have 
downsized tremendously. Jobs that are more demanding will continue to emerge in 
Pennsylvania and throughout the United States, and most cf these jobs will require formal 
education beyond high school. In addition, many jobs requiring only lower skills will 
continue to disappear. This situation continues to create a significant problem for 
undereducated, unemployed, or underemployed individuals in Pennsylvania. 

For example... 

« Nearly half of the nation’s 191 million adults lack a basic proficiency in English 
and math skills. While the overall educational level of Americans has been on 
the rise, the demands in the workplace have increased at a faster rate. (U.S. 
Department of Education) 

♦ Half of all existing jobs will be eliminated in the next 20 years. These jobs will 
be replaced by new jobs that require individuals who are educated to learn new 
skills and to constantly adapt to the changing work environment. (U.S. 
Department of Labor) 

♦ The Bureau of Labor Statistics found that as of October 1992, only 36 percent 
of individuals who did not complete high school were employed within a year. 
The unemployment rate for all individuals who have not completed high school, 
those not working and actively looking for a job, was 39 percent. In contrast, 

63 percent of high school graduates not enrolled in college were employed 
within a year of graduation, and 19 percent-nearly half the rate for individuals 
not completing high school training-were unemployed. (U.S. Department of 
Labor) 
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♦ Workers who need and receive training to get their jobs earn more annually 
than those who reported not needing training. (Census Bureau) 

♦ Many of the jobs that will grow the fastest in the years ahead require at least a 
bachelor’s degree. (U.S, Bureau of Labor and Statistics) 

♦ Today, more adults than ever have acquired a post-high school degree (25%; up 
from 2 1% in 1984). (U.S. Census Bureau) 

♦ According to government data, the average American worker is expected to 
change careers at least three times during his or her lifetime. Current high 
school graduates have been told to expect to hold at least 10 or more jobs in 
their working careers. A person’s occupation and the amount of education 
he/she receives in a lifetime affect this change. The Bureau of Labor Statistics’ 
research reveals that, on average, college graduates will stay in a particular 
occupation for about eight years. Individuals without a high school degree stay 
in one occupation for approximately five years. 

These statistics reveal the importance of helping adult learners understand and practice 
life-long learning. Also, this knowledge affects what steps adult learners need to take to 
conduct a successful job-search campaign and to achieve their long-term career goals. In 
the 1994-1995 project year, the PASSAGE newsletter addressed these difficult challenges 
for adult learners. Since its first year, the publication has been custom-made for the specific 
needs of Pennsylvania’s adult learners and has utilized an established statewide network of 
educators and business professionals to highlight information that assists adult learners with 
their educational and career-related challenges. While a variety of resources are available 
on this subject matter, no comparable publication made workplace and job-skills’ 
information its only focus and targeted this material specifically to Pennsylvania’s adult 
learners and the professionals who assist these individuals. Publications that address this 
subject area often fail to speak directly to the adult learner, to write for individuals who are 
currently unemployed, and to present material at less difficult reading levels. 
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B. Goals and Objectives With Which To 
Explore The Problem. 
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The 1994-1995 PASSAGE newsletter addressed State Section 353 Priority B-6, as 
presented in the Federal Adult Education Act Section 353 Guidelines for Special Projects 
and Staff Development, that focused on the production and dissemination of a 
special -interest newsletter to be published 10 times a year at a length of eight (8) pages or 
longer devoted to a single adult-education topic or with each issue devoted to a particular 
topic of adult-basic education or literacy. 

To successfully meet the various goals and objectives defined in State Section 353 Priority 
B-6, PASSAGE’S sponsoring organization, the Beaver County Area Labor-Management 
Committee, established measurable guidelines to monitor/ensure the effectiveness of the 
newsletter project. 

The goals and objectives for the 1 994- 1 99 5 PASSAGE newsletter included: 

1, Providing a timely, innovative publication that addressed the unique workplace and 
job-skills’ needs of Pennsylvania’s adult learners, especially the unemployed and 
underemployed. PASSAGE was designed to be different from other publications. For 
example, no other publication similar to PASSAGE was available on a regular schedule and 
was specifically geared toward the adult learner’s educational/career-related concerns. 

While various magazines, newsletters, and books featured workplace and job-skills 
information, these publications did not focus entirely on material for the adult learner. A 
newsletter that complemented and enhanced other services and special projects offered by 
the Pennsylvania Department of Education continued to be needed during the 1994-1995 
project year. 
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The main subject areas covered in PASSAGE included: 

♦ Employer/Employee Expectations 

♦ Classroom Skills Used in the Workplace 
« Student-Success Stories 

♦ Job'Search Strategies 

♦ Exploring Career Reids 

♦ Successful Programs/Serviccs 

♦ Counseling 

♦ Impact of Technology 

♦ Exploring Educational Training Opportunities 

♦ Labor-Market Trends 

♦ Special Needs of Adult Learners 

♦ STUDENTaccesspage/STAFFinfopage. 

2. Producing a customized publication that provided unique resource/classroom materials 
for instructors, counselors, job trainers, and libraries/rcsource centers. Instructors were 
provided with hands-on exercises (STUDENTaccesspage and STAFFinfopage) that focused 
on how basic skills learned in the classroom are used everyday in the workplace. A new 
STUDENTaccesspage or STAFFinfopage appeared in each issue of PASSAGE. Also, two 
special issues (i.e., Special Job-Search Issues-Part One and Two) were written specifically, 
for adult educators, to be adapted into classroom materials. 

3. Continuing as a networking tool for various programs across the Commonwealth of 
Pennsylvania (ABE and GED programs and various job-training services). The newsletter 
highlighted inspirational programs, services, and individuals; it also promoted awareness 
and encouraged communication (i.e., The Job Bank). 

4. Creating a publication that was accessible (layout/dcsign) and was written at a reading 
level which was appropriate for its audience. The format of the newsletter consisted of: two 
(2) and three (3) columns, front-page table of contents, informational text boxes, 
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pictures/graphics (at least three per issue), lift-off quotes/excerpts, spacing 
(interline/intercolumn), a notebook format that encouraged the readers to save volumes for 
future reference, and carefully selected styles of body text, titles, subtitles, and bullet 
statements that increased readability. The 1994-1995 project year expanded upon the 
current layout-a two-color process, up-graded quality of paper, and binding. This improved 
the newsletter’s professional appearance, readability, and durability for long-term usage. To 
ensure that the reading level was appropriate, close attention was given to: the length of the 
articles, sentences, and paragraphs; personalizing each article; vocabulary development; and 
the tone/personality of the publication. 

5. Encouraging life-long education in an ever-changing and challenging work environment. 
This philosophy was written into every issue of the newsletter. 

6. Serving as a companion publication to PDE’s 353 Special Project "What’s the Buzz." 

With different focuses, both newsletters complemented each other and provided timely 
information on a regular basis to programs across the Commonwealth. 

7. Complementing the educational, workplace, and job-skills’ resource materials that were 
available through the PDE’s clearinghouses-AdvancE and the Western Pennsylvania Adult 
Literacy Resource Center and through ERIC. 

8. Distributing twenty-eight hundred copies of the newsletter each month (from September 
to June) to educational/career-related programs across Pennsylvania. Ten (10) issues were 
prepared between July 1, 1994, and July 30, 1995. Each issue was eight (8) pages in length. 

9. Establishing accountability for the PASSAGE staff. The Beaver County Area 
Labor-Management Committee was responsible for researching and developing information 
that was accurate and appropriate for PASSAGE’S audience. During editorial meetings, the 
staff made certain that all articles were properly researched and that the material presented 
was timely and had statewide application. 




PASSA' Hi 94*95 353 Final Report - Pa^c 10 

Pi 



C. Procedures Employed To Study or Explore 

The Problem. 



During the 1994- 1995 project year, the PASSAGE staff used various methods and resources 
to study/explore the problem. The six (6) areas that were given considerable attention arid 
contributed to the newsletter’s success were the experience of the educational staff, 
statewide networking, research, intemal/external feedback, publication experience, and an 
established time schedule. 



Staff of Adult Educators 

The PASSAGE staff and their associate staff of the Beaver County Area 
Labor-Management Committee have extensive experience working with adult students 
seeking to obtain their GED diplomas and with dislocated workers, single 
parents/homemakers, and underemployed individuals exploring educational possibilities, 
career-development information, and employment assistance. Having acquired years of 
first-hand knowledge and having established a network of contacts, the Beaver County 
Area Labor-Management Committee’s staff was a valuable resource for producing a 
newsletter that addressed the concerns of the adult learner. 



Networking 

The second area of importance was networking with educators and business professionals 
from across the Commonwealth, This communication aided the staff in obtaining 
infonnation, articles, and resources. Rather than rely on only their own experiences, the 
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PASSAGE staff encouraged educators' and business professionals' participation. These 
individuals supplied first-hand knowledge of the educational requirements for various career 
fields, of changes in the workplace, of effective job-search techniques, and of self-help 
programs that were available. Their contributions added variety, credibility, and a unique 
viewpoint for the readers. 

Some examples included: Marshall J. Karp, MA, NCC, LPC, Career Counselor, New 
Career; Susan Bowser, Case Manager, Easter Seals Centers; Roland Vendeland, Special 
Populations Counselor, Community College of Allegheny County; and Mary Mehler, 
EHrector, CITE (Philadelphia) . Networking was conducted through the newsletter (readers 
were invited to call the 800 number), at regional workshops/staff-development functions, by 
contacting professionals throughout the Commonwealth, at the Western Pennsylvania 
Adult Literacy Resource Center, and through word of mouth. 



Research 

In addition to utilizing PASSAGE’S experienced staff and networking with 
educational/business professionals, PASSAGE conducted a great deal of research before 
writing each issue. In order to provide timely and factual information, sources such as the 
"Occupational Outlook Handbook," "U.S. Bureau of Labor Statistics," and the "PA State 
Data Center" were used when formulating articles. The Western Pennsylvania Adult 
Literacy Resource Center and ERIC were valuable sources of factual/up-to-date information 
during the 1994-1995 project year. Also, various publications that deal with conducting a 
job search and preparing for an interview helped educate the PASSAGE staff on various 
effective job-hunting techniques and on the expectations of the employer. 
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Internal/External Feedback 

The PASSAGE staff encouraged reader feedback (through a reader survey and during 
telephone inquiries) to better understand what information suits the readers’ 
educational/career-related needs and how the newsletter can be improved. Next, the 
PASSAGE staff conducted monthly editorial meetings to evaluate the effectiveness of the 
newsletter, to review reader feedback, and to make certain that all objectives were being 
met in a timely manner. Lastly, the PASSAGE staff communicated with the Pennsylvania 
Department of Education to make certain that all goals were being achieved. 



Publication Experience 

Having completed the sixth year of publication, the PASSAGE newsletter had become an 
established resource for adult learners and educators in Pennsylvania. During the first two 
years of publication, a great deal of effort was spent creating a newsletter that was 
unique -while trying at the same time to leam more about the audience’s needs. At the 
start of the third year of publication, the staff had acquired many contacts and resources 
and began to upgrade the newsletter. For the 1994T995 project year, all aspects of 
producing an effective newsletter were established and balanced. 

The feedback during this project year, and over the last several years, indicated that the 
newsletter was meeting its intended goals and was continuing to grow and increase 
credibility. The experience obtained from producing this publication enabled the staff to 
better understand the audience, to improve its content/appearance, and to adapt to changes 
that occur with the audience and in the workplace. 
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Time Schedule 



To ensure that the newsletter would best serve the audience, the PASSAGE staff had to 
make certain that the newsletter was written and distributed in a timely manner. Monthly 
schedules for writing, editing, and distributing the newsletter were established and strictly 
followed. The first issue of PASSAGE was delivered in September 1994, and the last issue 
was delivered in June 1995. (See Procedure for the Distribution of the Findings and the 
Product) . 
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D. Which Objectives Were Met and How? 
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All goals and objectives highlighted in 1 994- 1 9 95 project application were met. Specific goals and 
objectives included: 

1. Providing a timely, innovative publication that addressed the unique workplace and 
job-skills’ needs of Pennsylvania’s adult learners, especially the unemployed and 
underemployed. The PASSAGE staff made certain that each issue contained a variety of 
topics that would be of interest to the readers and would meet all intended goals of the 
publication. This approach ensured that all benchmarks for the 1994-1995 newsletter 
project were met and reader interest was maintained. Utilizing a statewide network, 
experience, and research, each issue of PASSAGE contained at least four (4) feature articles 
(500 to 800 words) and at least five (5) short-interest articles (100 to 350 words). A total 
of one -hundred (100) articles were written during the 1994-1995 project year. 

Of the one'hundred (100) articles prepared during the 1 994- 1 995 project year: 

♦ Twenty-five percent (25%) reported on job-skills’ information of general 
application. 

♦ Twenty percent (20%) focused on specific information about careers which have 
been identified for potential growth. 

♦ Twenty-five percent (25%) reported on job-search strategies/tools. 

♦ Fifteen percent (15%) reported on specialty programs and services offered by 
PASSAGE’S associate workplace and job-skills specialists across the 
Commonwealth. 

♦ Ten percent (10%) highlighted infonnation on emerging technologies or 
vocational practices. 
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♦ Five percent (5%) reported on miscellaneous topics such as success stories, 
informational statistics, and quotes. 

2. Producing a publication that provided unique resource/classroom materials for 
instructors, counselors, job trainers, and library/resource center personnel. Ten (10) 
specialty-exercise/activity lessons (STUDENTaccesspage or STAFFinfopage) were prepared 
(one per issue). This supplement provided instructors with hands-on exercises that focused 
on specific topics which related directly to classroom assignments (e.g., "Role Playing The 
Job Interview", "Mapping Your Career Path", and "Developing A Job-Search Network"). 

3. Promoting the exchange of ideas and new approaches. Networking was promoted by 
highlighting innovative programs and success stories from across the State. These special 
services and/or individuals educate, inspire, promote awareness across the State, and 
encourage communication (i.e., CITE). In addition, PASSAGE met with instructors, 
volunteers, and program operators at various Regional Workshops and Summer Institutes 
held during the 1994-1995 project year. 

4. Continuing the new look and design for the publication during the 1994-1995 project 
year. To improve the professional quality and to increase readability, PASSAGE used 
two-colors of ink (instead of one), changed the color/quality of the paper, and upgraded the 
layout/design. The format of the newsletter consisted of: 

♦ two (2) and three (3) columns 

♦ front-page table of contents 

♦ pictures and graphics 

♦ lift-off quotes and excerpts 

+ sufficient white space (spacing interline/intercolumn) 

♦ appropriate usage of fonts and arrangement of body text, titles, subtitles, bullet 
statements, and informational text boxes 

♦ a notebook format that encouraged readers to save volumes for future reference. 
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In addition, the newsletter was written at a reading level that was appropriate for its 
audience and written specifically for its audience. Close attention was given to the length 
of the articles, sentences, and paragraphs; personalizing each article; vocabulary' 
development; and the tone/personality of the publication. 

5. Encouraging life -long education. This philosophy is needed in this 
ever-changing/challenging work world and was written into every issue of the PASSAGE 
newsletter. 

6. Serving as a companion publication to PDE’s Special Project "What’s the Buzz." With 
different highly defined focuses, both newsletters complemented each other and provided 
timely information on a monthly basis to programs across the Commonwealth. 

7. Complementing the educational, workplace, and job-skills’ resource materials available 
through AdvancE, the Western Pennsylvania Adult Literacy Resource Center, and ERIC. 
The PASSAGE staff maintained contact with, utilized resources from, and supplied 
information to these resource centers during the 1994-1995 project year. 

8. Utilizing staff members/volunteers, establishing a production schedule, working with a 
quality print shop, and having access to state-of-art computer equipment and software, the 
PASSAGE staff distributed twenty-eight hundred copies of the newsletter each month 
(from September to June) to educational/career-related programs across Pennsylvania. The 
first issue was distributed before September 30, 1994, and the last issue was distributed 
before June 30, 1995. Each issue was eight (8) pages in length. 
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E. Which Objectives Were Not Met and Why? 
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All set goals and benchmarks established for the PASSAGE newsletter were met in a timely 
manner. In fact, feedback received during the project year revealed that the newsletter 
continued to be utilized by staff members and students of educational/ 
career-development/job'search programs across the Commonwealth. After six (6) years of 
publication, awareness continued to increase on a steady basis. 
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F. The Evaluation lnstrument(s)/Technique(s) 
Used and the Results of the Evaluation(s). 



To properly evaluate the success/progress of the newsletter on a monthly, quarterly, and 
yearly basis, the PASSAGE newsletter project utilized various internal and external 
feedback measures. 

The three primary evaluation techniques used during the project year included: 

1. Establishing Monthly Editorial Meetings (Internal). The purpose of the meetings was to 
assign articles, review feedback given from readers/staff, and ensure that all guidelines in the 
proposal were being followed. These internal evaluations served as a method to increase 
efficiency/accountability and to create an organized system for producing and improving the 
newsletter. PASSAGE’S sponsoring organization, the Beaver County Area 
Labor-Management Committee, was updated on a monthly basis. Input was received from 
the Beaver County Area Labor-Management Committee’s staff of adult instructors and 
career- development counselors. These individuals assisted with the writing, proofreading, 
and bulk mailing of the newsletter. Each issue of the newsletter was proofread by no less 
than four individuals. Spell -check and grammar-check programs were also utilized for 
reviewing and preparing the newsletter. All information presented in the newsletter was 
reviewed and verified for accuracy and appropriateness. 

2. Analyzing feedback from PASSAGE’S readers (External). In the 1994T995 project year, 
a readers’ survey was published in the January 1995 issue of PASSAGE. The survey asked 
the readership what information or subject areas they would like to see highlighted during 
the next project year, how their organizations use the newsletter, and how the newsletter 
can better suit their educational/career-related informational needs. Also, throughout the 
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contract year, readers were invited to contact the PASSAGE staff. PASSAGE’S Toll Free 
800 Number made this a successful and convenient method of networking with the 
audience and created a more personal and accessible service/product for the readership. 

3. Corresponding with the Pennsylvania Department of Education (External). In addition 
to interim, financial, and the year-end reports, contact was maintained with the 
Pennsylvania Department of Education, on a regular basis, to discuss the progress of the 
newsletter, to review survey results, and to receive feedback. This co '."act was essential to 
improving the quality of the newsletter and to expanding the network of readers and 
contributors. (Copies of survey results were submitted to PDE staff in March 1995.) 
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C. The Procedure for the Distribution of the 
Findings and the Product(s). 



For the 1994-1995 project year, ten issues (each issue eight pages in length) of PASSAGE 
were mailed to educational/employment-related programs for adults throughout the 
Commonwealth. During the project year, PASSAGE had a monthly circulation of 2,800. 
The PASSAGE newsletter staff adhered to the following schedule to ensure that the ten 
(10) issues were prepared and distributed in a timely and efficient manner. The schedule 
began on July 1, 1994, and concluded on June 30, 1995. 

During the months of July and August, the PASSAGE newsletter staff conducted research in 
preparing for the new issues of the publication. Staning on August 1 1, 1994, the PASSAGE 
newsletter staff: 

♦ Developed the editorial assignments (30 days before each issue was sent to the 
printer). 

♦ Coordinated the editorial assignments (29 days before each issue went to print). 

♦ Reviewed the rough drafts (16 days before each issue went to the printer). 

♦ Proofread revised drafts (12 days before each issue went to print). 

♦ Desktop published the articles into the established designs and layouts (10 days 
before each issue went to the printer). 

♦ Reviewed the camera-ready proof of the newsletter (4 days before the newsletter 
went to print) . 

♦ Prepared bulk mailing of the newsletter and sent the newsletter to the readership (on 
or before the last week of the month). 

♦ Updated the mailing list (monthly basis). 



O 
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The PASSAGE mailing list was established from: 

♦ Networking with various programs across the Commonwealth (e.g., Regional 
Workshops and Mid-Winter Conference). 

♦ Word of mouth from PASSAGE’S readers (instructors, program operators, 
counselors, and volunteers). 

♦ Advertising from PDE publications such as "What’s The Buzz" and "Freebies for 
ABLE." (During PASSAGE'S start-up in 1989, the Pennsylvania Department of 
Education and "What’s the Buzz" provided many of the initial names and 
addresses.) 

The newsletter was developed, written, edited, designed, and formatted by the PASSAGE 
staff. The Beaver County Area Labor-Management Committee’s staff and volunteers 
assisted with the bulk mailing and the proof reading. The camera-ready copies of the 
newsletter produced by the PASSAGE staff were sent to a the Western Instructional 
Support Center’s print shop in Gibsonia, Pennsylvania, for mass production and folding. 

To improve the timeliness and to increase efficiency, various software packages (Corel 
Ventura Publisher 4.0, WordPerfect 6.0, RightWriter, ImageBase, and Marstek Scankit) 
were used to write, edit, and design the newsletters. 

The combination of an experienced staff, state-of-the-art software/hardware, a quality print 
shop, an efficient data-base management, and a monthly schedule enabled PASSAGE to 
distribute the product in a timely and efficient manner. 
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H. Conclusion/Recommendations 






The 1994' 1995 PASSAGE project has met all set goals and has continued to expand its 
network of readers and contributors, to improve its layout/design, and to respond to the 
various needs of the audience. Upon completion of its sixth year of publication, the 
PASSAGE newsletter continued to provide a unique product for its target audience of adult 
learners, unemployed/underemployed individuals, adult instructors/counselors, programs 
directors, and employment/career-guidancc trainers in Pennsylvania. Lastly, PASSAGE 
continued to complement the many programs and services funded and supported by the 
Pennsylvania Department of Education’s Bureau of Adult Basic and Literacy Education. 
Based on the feedback from the 1994-1995 project year and from previous years, the 
PASSAGE staff and the BCALMC board are confident that the newsletter has met and 
often exceeded its intended goals. 
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